SC DEPARTMENT OF CORRECTIONS

-JOB POSTING NOTICE (EOE)-
OPENI NG DATE: 10/ 22/ 15 CLCSI NG DATE: 11/02/15 (4:30 PM
SCDC | NTERNAL TI TLE: PRGM COORD | - | NVATE REC SCDC POSI TI ON #: 010181

HOURS/ VEEKLY: 037.50 SHI FT SCHEDULE: 02 WORK TI ME: 0800 AM - 0400 PM
LOCATI ON: DI V. OF CLASSI FI CATI ON & | NVMATE RECORD, CCOLUMBI A ( RI CHLAND)

STATE JOB TI TLE: PROGRAM COORDI NATOR | STATE JOB CLASS: AH35
BAND: 05 SALARY RANGE $ 031805 - $ 058848 SPECI AL | NCENTI VE: NO
LEVEL: A SALARY RANGE $ 031805 - $ 050367 SCEIS POSITION #: 61016954

STATE OF SC M NI MUM TRAI NI NG AND EXPERI ENCE REQUI REMENTS:
A BACHELOR S DEGREE AND RELEVANT PROGRAM EXPERI ENCE.

AGENCY PREFERRED QUALI FI CATI ONS:

A BACHELOR S DEGREE AND TWO (2) YEARS OF | NMATE CLASSI FI CATI ON
EXPERI ENCE; OR AN ASSOCI ATE' S DEGREE AND FOUR (4) YEARS OF | NVATE
CLASSI FI CATI ON EXPERI ENCE; OR A HI GH SCHOOL DI PLOVA AND SI X (6)
YEARS OF | NVATE CLASSI FI CATI ON EXPERI ENCE.

DESCRI PTI ON OF DUTI ES:

MONI TOR AND ARRANGE TRANSFERS THROUGH THE AUTOVATED SYSTEM MAKE
AUTOVATED ENTRI ES AND MODI FI CATI ONS TO BED TYPES. RESPOND TO REQUEST
FOR ACTI ON TO THE CENTRAL CLASSI FI CATI ON ROUTI NG GROUP. SCREEN REQUEST
FOR | NSTI TUTI ONAL ASSI GNMVENT CHANGES AND ENSURE THAT | NVATES ARE
ASSI GNED | N ACCORDANCE W TH CUSTODY, SECURITY , MEDI CAL AND MENTAL
HEALTH NEEDS. MONI TOR STATEW DE AGENCY COUNT. COORDI NATE W TH THE
SCDPPPS AND DJJ TO ENSURE THAT | NMATES SCHEDULED FOR PARCLE HEARI NG
ARE APPROPRI ATELY TRANSFERRED. ANALYZE BEDSPACE AND SUBM T A WEEKLY
REPORT OF BED VACANCI ES. RESPOND TO | NQUI RES AND REQUEST FOR ACTI ON
REGARDI NG | NVATE TRANSFERS. MAI NTAI N AUTOVATED AND MANUAL FI LES AND
LOGS TO DOCUMENT TRANSFERS AND CHANGES TO | NSTI TUTI ONAL BED TYPES.
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